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These instructions will show you how to approve a news flash that will display on the front page of the website 

as shown in the screenshot. 

 

 
 

 

1. When a user submits a News Flash, you will receive an email as shown below 

 

 
 

2. From your web browser, go to https://middletownct.gov/admin  

https://middletownct.gov/admin
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3. Log in with your username and password.  (This is the same username and password used to log into 

your workstation.) 

 

 
 

4. From the Dashboard, go to the Modules drop down menu and select News Flash. 

 

 
 

5. Click on Middletown News. 
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6. Under the Unpublished News Flashes, click on the title of the News Item that is in Submitted status. 

 

 
 

7. Review the form to confirm that the details are clear and that correct grammar has been used: 

a. Display –The Starting and Stopping date.   

 

 
 

b. Title –A brief, informative title.  Avoid lengthy jargon or terms that would not be familiar to an 

average citizen.  This will appear on the front page of the website. 

 

 
 

c. Lead In – One or two sentences that introduce the news item.  This will appear on the front 

page of the website. 

 

 
  



City of Middletown 
Technology Services Department 

CivicPlus – Approving a News Flash for the Front Page of the Website 

 

d. Full Text –Text to be shared with the public.  This will not appear on the front page of the 

website. 

 

 
 

8. Scroll to the Lead In section.  Select all text, right click and select Copy to copy the text to the clipboard. 

 

 
 

9. Scroll to the top of the page and Press Save and Publish. 

 

 
 

10. Press OK on this prompt. 
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11. In the Comments field, right click and select Paste to insert the Lead In information from the previous 

page. 

 

 
 

12. Rewrite the Subject so that the first words are News for Middletown, CT: followed by the News Item’s 

title 

 

 
 

 
13. Rewrite the Mobile Text/Push Message to match the Subject 
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14. Press Send; this will publish the News Item and notify all subscribers. 

 

 


